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Executive Officer, Gffice of Personne] | o 2.353 1960 '
Chief, Records Management Staff

Revised Records Control Scbedulg

' cords Control Schedule which vmes prepared
B 1s approved and a copy returned to you
foT Opn . riginal is being retained by this Staff
as the Agency's permanent record ard a copy sent to the Records

2. Vhile reviewing the schedule s marred improvement was
noted in the disposition instructiems for many items. Several
retention periods vere shoricned; definite periods were assigred

. %0 wany itens that had been previously evalunted indefinite and,
_in a few instances, changes frow perranent to temporary retention
were made. The schedule also revealed that inactive records hed
been destroyed or retired to the Pecords Center, new files, oriz-
inated since the date of the previous scheduls, vers added, and
filee discontinued gince that date were deleted. The overall
~impression gleaned from this review indicates an apprecistion by
your staff of the gains realized frow continued records management
practices. ‘ '

3. To reflect the changes agreed upon during our meeting
of © fugust I have bad the disposition imstructions. rewritten
Tor officlaul personnel folders (Ttem 3 of Trapasetions end
Records Branch), oamely, that of retiring the personnel folders
in toto to the Agency Records Center 30 days after separation
of an employee. This procedure is in keeping with the exemption
from Civil Service Commiesion regulations granted to CIA vhich
permits this Ageney to retain folders of separated employwes.

- &, There is one aree where I feel that further consideration
should be given to establishing fore effective disposition pro-
grav. The retention periods fér several {tems in the Records and
Services Division, Statistical Reporting Brench appear to be
excessive but these have been approved in order to hasten the
apslication of the remsinder of the schedule. I would sugaest
that iteme composed of machine listir; s or statistical tabulas.-
tions be re-evaluated with a view to establishing shorter reten-
tion pericds. This recommendation is based on the premise thst
the personnel folders and other personnel records to vhich these
tabulations relate are scheduled for destruction after a specified
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- perio8. On this basis, there would be no need for retaining
- statistical tabulations and machine listings ad infinitum.

: ' 5. Ve appreciate |¢ffcr‘bs in preparing
the revised records co the cooperation of
your entire staff for its active interest in the records mmge—
ment pa-ogram.

Distribution:
~ Orig & 1 - addressee, with copy of Schedule

. 1 = Records Center, with copy of Schedule
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